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INSTRUCTIONS 

 
 
Month – Enter the month of travel. 
 
Year – Enter the year of travel. 
 
Department – Enter the name of your department. 
 
Official Position – Enter your job title. 
 
Employee Name – Enter your name. 
 
Social Security Number – Enter your social security number. 
 
Dept. No. – Enter your department number. 
 
Fiscal Month – Enter the fiscal month. 
 
Biennium – Enter the biennium. 
 
Day  - Enter the day of  the month in which the activity occurred. 
 
Points Covered By Travel – Enter the departure/destination points. 
 
Hour – Enter the departures and arrival time for the actual travel day (example: 7:00 am). 
 
Vehicle Miles – Enter the number of vehicle miles traveled. If you have in state and out of state 
miles, separate them and list them on separate lines. 
 
Ref – Enter a “I” for in-state travel or a  “O”  for out of state travel. If this isn’t entered, the 
form will not calculate correctly. 
 
Comm’l Air Trans. – Enter the amount of commercial air transportation. 
 
Ref – Enter a “I” for in-state travel or a  “O”  for out of state travel. If this isn’t entered, the 
form will not calculate correctly. 
 
Taxi & Other Air Trans. – Enter taxi fares and any other air transportation. 
 
Ref – Enter a “I” for in-state travel or a  “O”  for out of state travel. If this isn’t entered, the 
form will not calculate correctly. 
 
Misc. Exp – Enter your other expenses that do not belong in any other column. Summarize these 
expenses in the purpose of travel and explanation of expenses block. 
 
Meals In State – Enter the dollar amount of the meals in state. 
 
Meals Out of State – Enter the dollar amount of the meals out of state. 
 



 

 

Ref – Enter a “T” if your meals are taxable. 
 
Lodging in State – Enter the dollar amount of lodging in state. 
 
Lodging Out of State – Enter the dollar amount of lodging out of state. 
 
Purpose of Travel and Explanation of Expenses – Enter the reason for travel and any explanations 
for your miscellaneous expenses. 
 
Lodg, in State – Calculates the total Lodging in State. 
 
Lodg. out of State – Calculates the total Lodging Out of State. 
 
Meals in State – Calculates the total in the Meals in State. 
 
Meals out of State – Calculates the total  Meals Out of State. 
 
IRS Meals – Taxable – Calculates the total taxable meals. 
 
Miscellaneous Expense – Calculates the miscellaneous expenses. 
 
Other Transportation in State – Calculates the taxi & other transportation in state.  
 
Other Transportation out of State – Calculates the taxi & other air transportation out of state. 
 
Air Transportation in State – Calculates the commercial air transportation in state. 
 
Air Transportation out of State – Calculates the commercial air transportation out of state. 
 
Vehicle Miles in State – Calculates the total vehicle miles in state. You will need to enter the rate. 
The total will automatically calculate. 
 
Vehicle Miles out of State – Calculates the total vehicle miles out of state. You will need to enter 
the rate. The total will automatically calculate. 
 
Total Expenses – Calculates the total expenses automatically. 
 
Ref. Doc. No. of Advance – Enter the document number if you received a travel advance and the 
dollar amount. 
 
Net Expenses – Calculates the net expenses automatically. 
 
Print – Prints 2 copies. Sign one copy, attach all of your receipts, and submit it for approval. Once 
approved and forwarded to accounting, it will be cost coded and filed. The other copy is for your 
records. 
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